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HOW TO PLAN A SUCCESSFUL CONFERENCE
It is all too easy when organizing a conference or
seminar to become so preoccupied with details of
the subject matter to be covered that making the
actual arrangements receives inadequate atten
tion. This may not matter too much if the function
is small or held where you have full control of the
situation. However, if a large number of people
are attending and you are using a public facility
and don't cover all contingencies, you are likely
to be very disappointed with the outcome. There
is more to arranging a successful conference or
seminar than meets the eye.
So first, let's look at some of the things our
editorial advisers and the staff of various AICPA
divisions do to plan a conference that meets the
needs of both participants and speakers and then,
in a subsequent article, at the way details should
be handled with the staff of the facility you will
be using.
□ The key ingredient to a successful conference
is concentrated attention to detail—it is vir
tually impossible to overplan—and most
firms End it best to appoint one person to
be responsible for all of the arrangements.
Often, this person is the office manager, al
though one firm says that the greatest thing
they have done in this respect is to give the
job to a very competent executive assistant.
Partners are, nevertheless, still heavily
involved in the proceedings. It is they, after
all, or a committee appointed by them, who
must establish a budget and make sure that
the conference achieves the desired purpose.
□ Monitoring the arrangements for a major
event may be accomplished by using a file
folder and a blank 8-by-10-inch calendar. The
file folder should contain a checklist of tasks
to be completed, together with the names
and phone numbers of contacts (perhaps

even correspondence, program drafts, etc.).
The calendar should be used to note the date
tasks are to be done.
□ Nothing kills a conference faster than a
speaker (even a highly recommended one)
who cannot adjust to the surroundings.
Someone who is effective with small groups
but who won't use a microphone with large
groups is not what you want. Similarly, a
dynamic speaker with large crowds may
overpower a smaller gathering. While you
shouldn't rely solely on familiar speakers,
just make sure they have been heard in a
similar situation.
Speakers should use high-level materials
and have supplemental data that can be
handed out. Participants usually like to fol
low speech outlines and presenters should
be encouraged to refer to the headings dur
ing their speeches.
□ Having a central theme for the entire confer
ence will help tie together the individual
presentations. It is also important to plan
the order in which the speeches will be pre
sented. Don’t put the lighter material first—
get to the serious business early when every
one is fresh. Save the humor for after lunch.
□ Speech outlines, topic summaries, handout
materials and biographical information are
useful in the development of promotional
brochures and invitations. So set early dead(continued on page 8)
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The Role of Associations of CPA Firms
A “full-service” association of CPA firms can be
described as an organization with a full-time staff,
offering the range of services that the home office
of a national firm might provide its operating
offices. These include a variety of continuing
professional education programs, peer reviews,
technical tools and consulting and management
assistance. The full-service associations also pro
vide their member firms with effective geographi
cal coverage and grant each some degree of
exclusivity in its marketing area.
There are at least 10 such associations today and
more are in formation. In addition, a number of
regional or special interest associations have
evolved. Generally speaking, the earlier full
service associations had their genesis in casual
meetings of managing partners who discussed the
problems of running a practice and exchanged
management ideas and technical materials. From
these informal meetings grew a more formal asso
ciation, usually focused upon sharing technical
tools, specialized industry support and the devel
opment of programs and common services similar
to those provided by larger firms. Today, the range
of services offered by the full-service associations
is far broader.
Each association provides a complete array of
continuing professional education programs.
These include courses on accounting and auditing
and on technical and management subjects, and
an assortment of in-house training programs. The
curriculum of each association varies from year
to year, often to meet identified training needs,
but is always diversified and designed to fully
support member firms’ requirements.
All of the associations have performed engage
ment-oriented peer reviews during most of their
existence and for many peer reviews have been a
condition of membership. All are qualified to ad
minister the peer reviews required by the private
companies practice section (PCPS) of the AICPA

division for CPA firms and all but one for the
division’s SEC section. In addition, a number of
the associations require membership in one or
both of the sections.
There is diversity in the area of technical sup
port. Some associations have designed accounting
and auditing manuals and related forms for use
by their members, while others have made ar
rangements to provide these through outside
sources. Every full-service association has devel
oped a directory of specialized knowledge and
about half have research files. Several have direc
tories of tax and MAS expertise among the per
sonnel of their member firms, and some provide
technical tax support and support for government
contracting activities. Three associations supply
accounting and auditing technical support through
their executive offices and two have NAARS ter
minals.
Another evolving area of activity among the
associations is national purchasing plans. These
plans presently include discounts on professional
publications, automobile rentals, hotel arrange
ments, insurance and the purchase of supplies.
Many of the associations provide recruiting
support, either as personalized recruiting bro
chures or through adaptations of the association’s
own brochures. In addition, a number of associa
tions are moving into interfirm recruiting—local
members recruiting for out-of-state members in
conjunction with their own college visits.
All of the full-service associations are heavily
engaged in publishing. They have their own news
letters (ranging from monthly to quarterly),
directories of member firms and catalogs of pro
fessional development offerings. Most publish
pamphlets on new developments such as major
tax law changes and on programs such as client
seminars. One association has published a peer
review manual, another a directory of spouses;
several associations disseminate information on
public relations activities.
(continued on page 5)
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Highlights of Recent Pronouncements
FASB Statements of Financial
Accounting Standards (SFASs)
No. 57 (March 1982), Related Party Disclosures
□ Requires disclosure of material related party
transactions, other than compensation ar
rangements, expense allowances, and other
similar items in the ordinary course of busi
ness.
□ Effective for financial statements for fiscal
year ending after June 15, 1982.
No. 56 (February 1982), Designation of AICPA
Guide and Statement of Position (SOP) 81-1 on
Contractor Accounting and SOP 81-2 concerning
Hospital-Related Organizations as Preferable for
Purposes of Applying APB Opinion no. 20
□
Amends FASB Statement no. 32.
□ Specifies that the specialized accounting and
reporting principles and practices contained
in the AICPA Audit and Accounting Guide
for Construction Contractors and in AICPA
Statements of Position 81-1, Accounting for
Performance of Construction-Type and Cer
tain Production-Type Contracts, and 81-2,
Reporting Practices concerning HospitalRelated Organizations, are preferable ac
counting principles for purposes of justify
ing a change in accounting principles under
APB Opinion no. 20, Accounting Changes.
□ Effective for financial statements for fiscal
years beginning after December 31, 1981.

No. 55 (February 1982), Determining Whether a
Convertible Security is a Common Stock Equiva
lent
□
Amends APB Opinion no. 15.
□ Substitutes the average Aa corporate bond
yield as the new benchmark interest rate in
the cash yield test to determine whether a
convertible security is a common stock
equivalent.
□ The provisions of this statement shall be
applied to determine whether convertible
securities issued after February 28, 1982 are
common stock equivalents; they may, but are
not required to be applied to convertible
securities issued before March 1, 1982 in
fiscal periods for which annual financial
statements have not previously been issued.
No. 54 (January 1982), Financial Reporting and
Changing Prices: Investment Companies
□ Amends FASB Statement no. 33 to eliminate
the requirement that investment companies
disclose supplemental information adjusted

for effects of changing prices.
□ Effective on January 27, 1982, retroactive to
fiscal years ending on or after December 25,
1979.
No. 53 (December 1981), Financial Reporting by
Producers and Distributors of Motion Picture
Films
□ Extracts the specialized accounting princi
ples and practices from the AICPA Industry
Accounting Guide, Accounting for Motion
Picture Films, and SOP 79-4, Accounting for
Motion Picture Films.
□ Establishes standards of financial account
ing and reporting for producers and distrib
utors of motion picture films.
□ Exhibition rights transferred under license
agreements for television program material
shall be accounted for like sales by the li
censor. The sale shall be recognized by the
licensor when the license period begins and
certain specified conditions have been met.
□ Producers and distributors that license film
exhibition rights to movie theaters generally
shall recognize revenue when the films are
shown. Describes how producers and dis
tributors shall account for film costs and
participation agreements.
□ Effective for financial statements for fiscal
years beginning after December 15, 1981.
No. 52 (December 1981), Foreign Currency Trans
lation
□ Replaces FASB Statement no. 8 and revises
the existing accounting and reporting re
quirements for translation of foreign cur
rency transactions and foreign currency
financial statements.
□ Presents standards for foreign currency
translation that are designed to (1) provide
information that is generally compatible
with the expected economic effects of a rate
change on an enterprise’s cash flows and
equity and (2) reflect in consolidated state
ments the financial results and relationships
as measured in the primary currency in
which each entity conducts its business.
□ Effective for fiscal years beginning on or
after December 15,1982.

No. 51 (November 1981), Financial Reporting by
Cable Television Companies
□ Extracts the specialized accounting princi
ples and practices from SOP 79-2, Account
ing by Cable Television Companies.
□
Establishes standards of financial account
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ing and reporting for costs, expenses and
revenues applicable to the construction and
operation of a cable television system.
□ During the prematurity period, costs in
curred that relate to both current and future
operations shall be partially capitalized and
partially expensed.
□ Effective for fiscal years beginning after De
cember 15,1981.

No. 50 (November 1981), Financial Reporting in
the Record and Music Industry
□ Extracts the specialized principles and prac
tices from SOP 76-1, Accounting Practices in
the Record and Music Industry.
□ Establishes standards of financial account
ing and reporting for licensors and licensees
in the record and music industry; also es
tablishes standards for artist compensation
cost and cost of record masters.
□ Requires the licensor to recognize the
licensing fee as revenue, if a license agree
ment is, in substance, an outright sale and
collectibility of the licensing fee is reason
ably assured. Requires a licensee to record
minimum guarantees as assets and charge
them to expense in accordance with the
terms of the license agreement.
□ Effective for fiscal years beginning after De
cember 15,1981. The provisions of this state
ment shall be applied retroactively and any
accompanying financial statements pre
sented for prior periods shall be restated.
FASB Interpretations

No. 36 (October 1981), Accounting for Exploratory
Wells in Progress at the End of a Period (inter
prets SFAS no. 19)
Statements on Auditing Standards

No. 41 (April 1982), Working Papers
□
Supersedes SAS no. 1, section 338.
□ Requires an auditor to have working papers
to support his report and aid him in the con
duct and supervision of the engagement.
□ Provides guidance on the functions and na
ture, general content, and ownership and
custody of working papers.
□ Effective for engagements beginning after
May 31, 1982.

No. 40 (February 1982), Supplementary Mineral
Reserve Information
□ This statement should be read and applied in
conjunction with SAS no. 27, Supplementary
Information Required by the Financial Ac
counting Standards Board.

□ Requires auditors to inquire about manage
ment’s understanding of the specific require
ments for disclosure of the supplementary
mineral reserve information and prescribes
procedures for such inquiries.
□ Effective for examinations of financial state
ments for periods ended after March 31,1982.

Statements on Standards for
Accounting and Review Services
No. 4 (December 1981), Communications Between
Predecessor and Successor Accountants
□ Provides guidance to a successor accountant
who decides to communicate with a prede
cessor accountant regarding acceptance of
an engagement to compile or review the fi
nancial statements of a nonpublic entity.
□ Requires the predecessor to respond prompt
ly and fully in the event of such communica
tions in ordinary circumstances.
□ Provides guidance on additional inquiries a
successor accountant may wish to make of
a predecessor, and the predecessor’s re
sponses, to facilitate the conduct of the suc
cessor’s compilation or review engagement.
No. 3 (December 1981), Compilation Reports on
Financial Statements Included in Certain Pre
scribed Forms
□ Amends SSARS 1 and SSARS 2 to provide
for an alternative form of standard com
pilation report when the prescribed form or
related instructions call for departure from
generally accepted accounting principles by
specifying a measurement principle not in
conformity with generally accepted account
ing principles or by failing to request the
disclosures required by generally accepted
accounting principles.
□ Provides additional guidance applicable to
reports on financial statements included in
a prescribed form.
Statement on Standards for
Management Advisory Services

No. 1 (December 1981), Definitions and Standards
for MAS Practice
□ Defines management advisory services, en
gagements and consultations.
□ Provides guidance to members regarding
rule 201 of the AICPA Rules of Conduct
within the context of management advisory
services and establishes, under rule 204,
other standards deemed appropriate for
MAS engagements.
□
Effective for MAS rendered after May 1,1982.
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Associations of CPA Firms
(continued from page 2)

The full-service associations all provide broad
administrative support. They sponsor a variety of
firm-management oriented programs, conduct
financial surveys and provide detailed compara
tive financial information on all members, and
many conduct administrative reviews and staff
attitude surveys. In all of the associations, there
is frequent informal exchange and consultation
among the partners of the member firms.
Some of the associations have developed mar
keting tools — brochures containing extensive
information on the availability of services or
information that the members can use in their
own promotional materials. One plans to provide

Name
Location
Executive officer

camera-ready brochures to its members.
These associations provide a broad and con
stantly expanding array of services to their mem
bers. But full-service associations are not the only
type of organization that has evolved. Similar
groups have been formed to meet more specific
needs. Among these are
□ The Montana Association of CPAs—created
to provide an exchange of management in
formation and professional development
materials, to share technical libraries and
CPE materials, and to explore joint efforts
on government projects. The association is
headquartered in Kalispell, Montana.
□ The Michigan Association of CPAs—initially
a discussion group of practitioners in Bir

The Full-Service Associations in a Nutshell
Annual
Number of
administrative
Initiation
firms
budget ($000)
fee
Annual dues

Member
billings
($000)

Total annual
revenues of
firms ($000)

The Accountancy Group
Katonah, NY
John E. Baumgartner, CPA

17 U.S.
45 Foreign

$140

$5,000

1 % of first $500M
½ % on next $500M
¼ % on excess

$900$2,600

$21,000 U.S.
$150,000 World

Accounting Firms
Associated, Inc.
Coral Gables, FL
William V. Allen Jr., CPA

23 U.S.
15 Foreign

$120

$5,000

.6% on first $1MM
.1 % on excess

$300$2,600

$20,000 U.S.
N/A World

The American Group of
CPA Firms
Oak Brook, IL
Glenn R. Davis

18 U.S.
Foreign
Affiliates

$355

$5,000

.65% on first $1MM
.59% on excess to
$10MM

$1,000$13,000

$80,000 U.S.

Associated Accounting
Firms International
Washington, D.C.
Robert G. Taylor, CPA

30 U.S.
- Foreign

$350

6 months dues

sliding scale
from .5% to .05%

$2,000$60,000

$150,000 U.S.

Associated Regional
Accounting Firms
Atlanta, GA
Austin M. Smith, CPA

57 U.S.
- Foreign

$500

$6,000

$4,200 on first
$300-$500M, .12%
on excess

$300$4,000

$73,000 U.S.

The Continental Association
of CPA Firms, Inc.
Englewood, CO
Richard L. Davison, CPA

23 U.S.
- Foreign

$265

$5,000

.6% on first $1MM,
dropping to .125%
on excess over $3MM

$1,000$5,000

$60,000 U.S.

CPA Associates, Inc.
New York, NY
Christopher W. Seidel

37 U.S.
9 Foreign

$450

.5% (minimum$5,000, maximum$7,500)

1 % on first $1 MM
.5% on next $1 MM

$500$5,000

$67,000 U.S.
$75,000 World

International Affiliation
of Independent
Accounting Firms
Miami, FL
Arthur Goessel

28 U.S.
36 Foreign

$110

$1,750

.22% on first $1MM
.11% on next $1 MM
.055% on next $1MM

$400$2,500

$28,000 U.S.
$44,000 World

The International Group of
Accounting Firms
Miami, FL
David W. Cottle, CPA

24 U.S.
16 Foreign

$200

$4,000-$5,000
(based on size)

.7% on first $1.2MM
.3% on next $400M

$500$4,400

$40,000 U.S.
$65,000 World

National CPA Group
New York, NY
Edward J. McGowen, CPA

35 U.S.
5 Foreign

$400

.25% (minimum$1,500, maximum$3,000)

.8% (minimum$4,000, maximum$12,000)

$600$4,000

$52,000 U.S.
$68,000 World
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mingham, has developed into a monthly
meeting group throughout the state. It is
headquartered in Southfield, Michigan.
□ CPAMS—formed in 1979, an organization
of fifty or so firms with national geographic
distribution, allied to improve their manage
ment and administrative skills through
programs, information sharing and close
interaction. CPAMS is headquartered in
Frederick, Maryland.
□ The Colorado Group of CPAs—a group of
smaller firms averaging 10-12 professionals,
the objectives of which are audit-focused.
Emphasis is on quality control and peer
review, with secondary consideration given
to tax practice and management. The asso
ciation is headquartered in Denver.
□ National Associated CPA Firms—a “lowbudget, mutual-assistance alternative” to
other associations. This association is oper
ated through volunteer national and regional
coordinators and directs its efforts to those
areas of professional achievements not satis
fied by other alternatives. The membership
cost is nominal and the organization is head
quartered in Los Angeles.
□ The Southern and Western Accounting
Group (SWAG)—comprised of Texas/New
Mexico firms ranging in size from five to
about forty employees. SWAG has been in
existence for about thirteen years and directs
its efforts to maintaining audit manuals.
Associations are performing a critical role in
broadening the capabilities and scope of services
of their member firms. It seems likely that they
will continue to proliferate and, in general, coop
erate with each other. It seems unlikely, however,
that they will turn into new “national firms,” for
national firms of this size have experienced great
difficulty in bearing their administrative costs.
Rather, through the associations, the benefits of
scale and national presence may be achieved at
significantly lower cost, and in the generally more
desirable environment of the small, independent
firm.
-by Edward J. McGowen, CPA
New York, New York
Additional information on various associations
can be found in the January 1978 issue of the CPA
Practitioner and the following issues of the Jour
nal of Accountancy: September 1978, December
1978, April 1979, April 1980, June 1980, November
1980.

Billing for Estate Planning Engagements

Should estate-planning work be billed at premium
rates and, if so, how much higher than standard?
Just what are the current practices for estate
planning engagements? These were the funda
mental questions posed at an evening workshop
on the administration of an estate-planning prac
tice at the AICPA’s estate-planning conference in
San Francisco last August.
The 124 participants were asked to read the
case study (exhibit 1) and to prepare a billing
draft using a time analysis worksheet (exhibit 2).

Exhibit 1

Case Study—How Would You Bill This?

You have completed an estate plan for one of
your fine, long-standing clients. The final prod
uct, of which you are justifiably proud, was
delivered to the client and his wife at a confer
ence in your office when you provided them with
explanations and information regarding the
plan.
The annual fees from this client are about
$15,000 per year, which are paid promptly. It
appears that the estate plan will save about
$100,000 of potential estate taxes. In addition,
the suggested changes will save several thousand
dollars per year in income taxes.
Now comes "the moment of truth.” It is time
to prepare the bill. Based on the time analysis
worksheet (exhibit 2), calculate the billing.
Billing Draft
Hours

Tax partner
Practice partner
Tax staff
Audit staff
Administrative
Photocopies (200)
Other
Total

Proposed fee
1.

2.

4
13
7
3
6
__
33

Rate

Amount

$_______
$______
_______ ______
_______ ______
_______ ______
_______ ______
_______ ______
_
$________

$________

The above hourly rates are (check one):
□ At about standard
□ At about 150 percent of standard
□ At least 200 percent of standard

Other comments about your billing draft:

7
Highest

This is how they responded:

Rates billed

Average

$ 200.00 $ 35.00 $ 92.19
Tax partner
Practice
80.98
30.00
200.00
partner
48.74
20.00
120.00
Tax staff
41.70
20.00
100.00
Audit staff
23.78
10.00
100.00
Administrative
Photocopy
.18
.10
1.00
charge
Proposed fee
15,000.00 1,044.00 2,693.21

Number
69
45
10
124

Standard
150 percent of standard
200 percent (or more) of standard
Total responses

Lowest

The range of proposed fees for the engagement
was extremely wide—from $1,044 to $15,000 with
the average being $2,693. The five highest were
two at $15,000 and one each at $10,000, $6,500 and
$5,770. The five lowest were one at $1,044, two at
$1,200 and one each at $1,230 and $1,250—a far
narrower range than for the five highest.
Hourly rates for tax partners and tax staff ran
ahead of hourly rates for practice partners and
audit staff members. Of interest was the fact that
one of the $15,000 billings had standard time
charges of only $2,260 (the other $15,000 billing
had standard time charges of $4,540). Talk about
value billing!
A summary of the highs, lows and averages
follows:

Unfortunately, it is difficult to draw a conclu
sion from all this. If I were a client, why should
I pay $15,000 for a job that I could get done for
$1,044? Perhaps the more expensive engagement
might eventually result in less hassle and lower
estate taxes. On the other hand, it could work out
the other way around.
It is possible that just as each of us is different
as an individual, the style of our practices are also
different. If this is so, perhaps some of this data
can help in developing your firm’s approach to
estate planning.
-by Norman S. Rachlin, CPA
Coral Gables, Florida

Exhibit 2
Time analysis worksheet

Time spent in

Tax
partner

1. Initial interview with client,
obtain documents
2.
Review of completed questionnaire and documents
3.
Calculate estate taxes, as is
4.
Math checked
5. Estate plan conference
6.
Calculate revised estate taxes
7.
Prepare report
8.
Review report
9.
Review recommendations with
attorney, banker, insurance
representative
10.
Typing and processing
11.
Conference with client and
spouse
Totals

Practice
partner

Tax
staff

Audit
staff

Adminis
trative

1

Photocopies

60

2

4
2

2

2

3

3

1
20

2

3

4

2
13

_7

Standard rates
Other rates
Calculations

Grand total

$

Proposed fee

$

_3

6

10
110

6

200
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Planning a Successful Conference
(continued from page 1)

lines for the receipt of these items to allow
for any unexpected bottlenecks in produc
tion. The invitations should be mailed at
least six weeks prior to the event and some
firms recommend a follow-up notice be sent
two weeks before.
□ Set a reasonable starting time for the con
ference and don’t deviate from it. Similarly,
determine how many hours the program will
require and end the conference at the time
specified. Allow adequate travel time or else
participants will leave early to “beat the
traffic” or to “get home before dark.”
□ Timing is obviously an important point.
Make sure each speaker knows his time
frame and stays within it. Brief remarks are
just that and an hour is an hour. Put this in
writing so that speakers are on notice and
be prepared to interrupt them when their
time is up.
□ Hold pre- and postconference meetings of
the moderator, speakers, committee and

staff members to ensure that everyone
knows the format and what to do. Mentally
walk through the entire conference. Cover
everything from the greeting and registra
tion of participants, handing out materials,
refreshment breaks, etc., to the use of special
equipment.
If speakers do need special items, make
sure that they are available, that they work
and that there is an operator if one is re
quired. Surprises aren't needed. Feedback
from attendees can be evaluated at these
meetings and utilized in the planning of the
next conference.
Sometimes, just a few small touches make the
difference between the success and failure of a
conference. Some suggestions to make things
click are that those responsible for running the
conference are on hand early to make sure that
all is in order, that there is someone to greet and
look after outside speakers, handle questions and
distribute material to the participants. In fact,
being observant of and catering to attendees’
needs can hardly be overemphasized.
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